Personnel Action Entry Procedures

OVERVIEW OF eRecruit, POSITION MANAGEMENT, AND JOB DATA

NEW HIRE, REHIRE, TRANSFER, OR ASSIGNING AN ADDITIONAL JOB

Before entering any records in HCM, you should first review HCM position
management, eRecruit, and Job Data. This will help you decide what type of

record to enter and what type of functionality to use.

Determining if an applicant created an external or internal account when
applying to your particular job requisition in eRecruit AND verifying
whether the applicant has employment data in HCM will define the process
by which you either:

e Hire an applicant through the Hire Applicants eRecruit functionality (no
previous history in HCM — no need to merge data);

e Rehire an applicant with previous employment history in HCM (previous
history but not currently an active employee in HCM — possible need to
merge external and internal data);

e Transfer an active employee (Active in HCM but moving to a new position
— possible need to merge external and internal data);

e Assign an Additional Job (Active in HCM but adding a new job requiring
review/approval of dual employment by the Labor Relations division of the
Department of Human Resources — possible need to merge external and
internal data).

An employee ID is five digits long whereas an applicant ID begins with the letter
A and is followed by seven digits.

IMPORTANT NOTE: Before entering any records using the Rehire/Rehire,
Transfer/INT or Assign Additional Job process, you must first determine the
current status of the employee in HCM. A full review of the system will determine
if there is a need to merge external applicant data into the internal employee ID.

The connection between eRecruit and Job Data is based on the link between the
internal employee ID and external applicant ID in eRecruit. If there is no link
between external and internal data, you will not have a connection between
eRecuit and Workforce Administration. The result is the requisition will not close
and the applicant status for those on the requisition will not default to no-hire.
This in turn means that applicants will not receive notification of a hiring decision
when reviewing their applicant history. In addition, the employee will not have
access to their application data in eRecruit.
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The applicant may be active in the system working in another agency or
department as either an exempt, contractual or temporary employee. No matter
the circumstances, if the applicant has HCM data there may be a need to merge
data. IMPORTANT NOTE: Even active employees in HCM, sometimes apply
with an external applicant account rather than an internal employee account.

If an applicant who applied with an external account (Applicant ID begins with the
letter A and is followed by seven digits) has employment history in HCM (five-
digit ID), you will NOT use the Hire Applicants functionality in eRecruit. Instead,
you will enter records in Workforce Administration to first close the requisition
and then possibly add subsequent records depending on the specific
circumstances of the situation (rehire, transfer to classified, promotion, demotion,
etc).

Review Recruiting and Workforce Administration

Review the applicant data in eRecruit by navigating to Recruiting >
Identify/Process Applicants > Track Applicant Activity. If you do not know
the Applicant ID used on your specific job requisition, you can search by last
name. Searching by last name will show you if the applicant has created more
than one account — possibly using an external ID and also using the internal
employee ID to create multiple applicant accounts.
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= Track Applicant Activity - Windows Internet Explorer
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You will also review Workforce Administration for any history the applicant may
have in HCM.

Navigate to Workforce Administration >Personal Information >Biographical
>Update Personal Information — search by last name.
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{= Update Personal Information - Windows Internet Explorer
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Applicant with NO employee ID in HCM
If you DO NOT locate a record in the system after searching by last name in

Workforce Administration >Personal Information >Biographical, you will be entering

a New Hire using the Hire Applicant functionality in eRecruit. Please review the
New Hire procedural documentation for additional information.

Applicant with an employee ID in HCM

If you think you’ve located a match in the system. Verify by reviewing both last
name and Social Security number by clicking on both the Name History and
Identity/Diversity Pages.

If you DO locate a record in the system that matches your applicant by both
name and social security number, make a note of the Emp ID number as this is
not a new hire but instead, either a rehire, transfer of an active employee or
possibly an active employee working in two separate positions — requiring the
Assigning of an Additional Job.

Review the applicant’s current status in Workforce Administration >Job
Information >Job Data to determine which procedural documentation you will
use to enter records into HCM.
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Examples

If the employee is active in a temporary position, you may be entering a transfer
to classified record or a transfer to exempt.

If the employee is active in a classified position with restoration rights to the pay
grade you are placing them in you would be entering a Transfer/INT followed by
a Promotion — Advance during Restotarion record.

Based on your review, please review additional procedural documentation for the
specifics of this situation.
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Merging Internal and External Data

If the individual you are hiring has both history in HCM under an employee ID
AND an external Applicant ID used to apply to your job requisition, your next step
is to contact the Employment Services Staff. A staff member will merge the
external applicant data with the internal employment data that resides in
Workforce Administration. Important: Please do not complete process of
rehiring, transferring or assigning an additional job until the records are
merged.

This information is intended to provide general information, and to demystify some of the
technical procedures. Again, this is an overview. Individual situation will vary. Itis
important to read bargaining unit and policy language and/or to contact the Department
of Human Resources with questions concerning the specifics of your situation.



Personnel Action Entry Procedures



